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Town of Bluffton 

Request for Proposals 

Strategic Planning Facilitation Services 

RFP #2016-18 
 

 

OVERVIEW 

 

The Town of Bluffton, South Carolina (Town) is seeking proposals from interested and 

qualified organizations and firms to provide Strategic Planning Facilitation Services, 

under a fixed price contract. The target date for performing these services is January or 

February 2016.  

 

Sealed proposals, including supporting documentation, are due by Monday, November 

30, 2015 at 10:00 a.m. at Town Hall, 20 Bridge Street, Bluffton, South Carolina 29910.  

Submittals shall be clearly marked as: RFP 2016-18, Strategic Planning Facilitation 

Services.  Offerors must include one (1) original, three (3) copies, and a digital copy on a 

USB Flash Drive/DVD/CD by the stated deadline.  

 

Mailing Address:  Town of Bluffton 

Attn: Brie Giroux 

P.O. Box 386 

Bluffton, South Carolina 29910  

 

Physical Address: Town of Bluffton 

Attn: Brie Giroux 

20 Bridge Street 

Bluffton, South Carolina 29910 

 

Proposals delivered after the time and date set for receipt of proposals shall not be 

accepted and will be returned unopened to the offeror. It is the offeror’s responsibility to 

ensure timely delivery of their proposal. Weather, flight delays, carrier errors and other 

acts of otherwise excusable neglect are risks allocated to offerors and will not be 

exempted from deadline requirements. E-mail, telephone, or facsimile proposals will not 

be accepted. 

 

All proposals submitted shall include a current e-mail address. Once selection is 

complete, Notice of Award shall be posted on the Town’s website. Notice of Award and 
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notices of non-award, shall be sent to all Offerors via e-mail. No hard copies will be sent 

regular mail unless specifically requested. 

 

The words “Bidder”, “Offeror”, “Proposer”, “Vendor”, and “Firm” are used 

interchangeably throughout this RFP, and are used in place of the person, vendor, or 

corporation submitting a bid. 

 

Questions 

 

Any questions must be submitted in writing on or before Friday, November 13, 2015 at 

10:00 a.m. to the contact noted below.  Questions and answers, if any, will be posted on 

the Town’s website at www.townofbluffton.sc.gov by the close of Business on Friday, 

November 20, 2015.  

 

Contact: Brie Giroux 

  Senior Policy Analyst 

Email:   agiroux@townofbluffton.com 

Fax:   Attn: Brie Giroux, (843) 706-4515 

Mail:   Town of Bluffton 

Attn: Brie Giroux 

P.O. Box 386 

Bluffton, South Carolina 29910  

 

Proprietary and/or Confidential Information 

 

Your proposal or bid is a public document under the South Carolina Freedom of 

Information Act (FOIA), except as to information that may be treated as confidential as 

an exception to disclosure under the FOIA. If you cannot agree to this standard, please do 

not submit your bid or proposal. 

  

All information that is to be treated as confidential and/or proprietary must be CLEARLY 

identified, and each page containing confidential and/or proprietary information, in whole 

or in part, must be stamped and/or denoted as CONFIDENTIAL, in bold, in a font of at 

least 12 point type, in the upper right hand corner of the page. All information not so 

denoted and identified may be subject to disclosure by the Town. 

 

BACKGROUND 
 

The Town of Bluffton is located in Beaufort County, South Carolina and situated on a 

high bluff overlooking the May River, a pristine waterway that has strongly contributed 

to the Town's history and continued success.  The Town, originally comprised of 

approximately one square mile, was officially incorporated by the South Carolina 

Legislature in 1852.  Since its incorporation, the Town has expanded its municipal 

boundaries through annexation and is now considered one of the fastest-growing 

municipalities in the state consisting of approximately 54 square miles. Designated a 

National Historic District, Bluffton is part of the Hilton Head Urbanized Area, the Sun 

City-Hilton Head Urban Cluster and the Hilton Head Island-Bluffton-Beaufort 

Metropolitan Planning Organization. 

http://www.townofbluffton.sc.gov/
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For the past six years, Bluffton’s Mayor, Town Council, Town Manager and applicable 

staff attend off-site Strategic Planning sessions over two to three days dedicated to 

mapping out the top priorities and establishing a consensus of policy and direction for the 

next year, 5 year, 10 year, and 15 year timeframes. The sessions result in a detailed 

Strategic Plan which gives Town Council and staff an outline of projects for the 

upcoming Fiscal Year as well as future capital projects, long-term goals, and policies.  

These Session(s) give the Mayor and Council the ability to develop cohesive and clear 

priorities, goals and actions to guide the Town in its day-to-day activities.   

 

The Strategic Plan is an integral tool utilized by the Town Council and staff to ensure 

proper alignment with Town Council’s vision for the community and staff’s work to 

achieve said vision. Departments’ work plans, budgets, staff assignments, capital 

projects, and efforts are developed around the Strategic Plan. The Strategic Plan provides 

the direction and vision; and staff develops the detailed road map based on the Strategic 

Plan to ensure achievement of Town Council’s goals and objectives identified in the 

Strategic Plan. 

 

The current Town of Bluffton Strategic Plan is available through the following link: 

Town of Bluffton Strategic Plan 2015 - 2020 - 2030. 

 

 

SCOPE OF SERVICES 
 

The successful offeror will demonstrate in its proposal the ability to perform Strategic 

Planning Facilitation services for the Town of Bluffton.  The target date for performing 

these services is January or February 2016. 

 

The Scope of Services outlined below reflects the Town’s Strategic Planning process 

utilized over the past six years.  Offerors are encouraged to propose alternate approaches 

and/or enhancements to the process as part of the methodology and approach to work 

portion of their RFP submittal package.    

 

I. STRATEGIC PLANNING SESSION(S) PREPARATION. Ahead of the Strategic 

Planning Session(s), the selected offeror will be responsible for gathering information 

and preparing a comprehensive guide to assess the current status of goals and 

initiatives and identify additions to discuss during the session(s): 

  
a. Review the current Strategic Planning documents and suggest improvements. 

b. Poll and interview the Mayor, Council, Town Manager, and applicable staff to 

gather and compile: 

i. Current accomplishments;  

ii. Determine status of identified initiatives, and goals; and 

iii. Identify new initiatives and goals for consideration. 

c. Develop a guiding document and process to facilitate discussions for the 

Strategic Planning Session(s). 

d. Develop an agenda for the Strategic Planning Sessions. 

http://www.townofbluffton.sc.gov/government/Documents/strategic.plan.pdf
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e. Meet with the Town Manager and applicable Staff to review information prior 

to the Session(s). 

f. Communicate initial findings and guiding document in advance of the 

Session(s) with Mayor, Council, and Town Manager. 

 

II. STRATEGIC PLANNING SESSION(S).  The location and event planning of the 

Session(s) will be coordinated through the Town Manager.  The offeror will be 

responsible for facilitating, mediating, evaluating, and accurately documenting the 

results of the Strategic Planning Session(s) discussions with the Mayor, Council, 

applicable Staff, and select Board, Commission and Committee Chairs to:  

 

a. Review and revise, as necessary vision and mission statements. 

b. Develop short and long-term goals and objectives.  

c. Develop and review strategies for the Capital Improvements Program to assist 

with realistic timelines that will serve as the basis for budget decisions. 

 

III. STRATEGIC PLAN PREPARATION.  The resulting Strategic Plan shall be an 

easy-to-use, well-structured document detailing the mission, vision, goals, policies, 

actions and realistic completion dates for tasks as identified and prioritized in the 

Strategic Planning Session(s).  

  

IV. DELIVERABLES. The selected offeror will provide the Town of Bluffton with a 

document to guide discussions throughout the Strategic Planning Session(s).  A 

draft Strategic Plan will be submitted within a period not to exceed thirty (30) days 

from the final date of the Session(s) for review, corrections and revisions.  The final 

Strategic Plan shall be submitted within fifteen (15) days of the receipt of the 

redlined draft. The Strategic Planning Session guide, draft Strategic Plan and final 

Strategic Plan shall be submitted in hard copy, PDF, and editable electronic format 

including one (1) original hard copy, three (3) hard copies as well as PDF, and 

editable digital copy on a USB Flash Drive, DVD, CD, via email, or file share. 

 

V. SUBCONTRACTORS.  Should the selected offeror wish to utilize subcontractors 

on this project, they must present a list of those subcontractors, as well as their 

appropriate licensing, insurance, and qualifications at time of proposal submittal.  

Should the selected offeror need to substitute a different company during the course 

of the work, the Town’s Project Manager must be notified and all of the same 

information must be supplied for the new subcontractors before they are utilized.  

The Town reserves the right to prohibit subcontractors on a case-by-case basis if 

they are found not to be licensed to perform the work they have been hired for, are 

uninsured, or have accrued numerous and/or egregious safety violations.  Note: At 

all times, the selected offeror will be responsible for the performance and conduct 

of their subcontractors. 

 

QUALIFICATIONS 
 

The individuals and/or firm must: 

 

1. Demonstrate experience in provided the requested service. 
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2. Obtain a Town of Bluffton Business License. 

3. Carry the appropriate levels of General Liability, Professional Liability, 

Worker’s Compensation and Auto insurance. 

4. Provide a list of qualified staff available for the project and provide a detailed 

resume for the proposed staff who will be assigned to the Town. 

 

PROPOSAL SUBMITTALS 
 

Proposal submittals should contain: 

 

1. A cover letter.   

2. Detailed information regarding the offeror’s experience in providing similar 

services. 

3. Qualifications of proposed team members, their availability, and identifying 

the offeror’s main contact person. 

4. An outline of the methodology by which the team intends to approach the 

work. 

5. A minimum of three (3) references, including contact names, email addresses, 

and phone numbers.  

6. A lump sum not to exceed fee inclusive of all staff time for the all sessions 

and preparation cost.  Additionally an expense schedule with itemized cost 

estimates for travel, reimbursables, and expendables should be stated with a 

separate not to exceed. 

7. Copy of Town of Bluffton Business License or letter of commitment to obtain 

Town Business License if contract is awarded. 

8. Listing of individual and/or firm’s current insurance policy limits for General 

Liability, Professional Liability, Worker’s Compensation and Auto insurance 

policies. 

9. If applicable, documentation of offeror’s qualification as a Local Business 

and/or as a Minority or Disadvantaged Business Enterprise.  

 

EVALUATION CRITERIA 
 

Proposals will be evaluated on the following criteria with the associated weighting for 

each criterion:  

 

1. Related experience on similar projects - 20% 

2. Ability and expertise of offeror’s team - 20% 

3. Proposed approach to work – 25% 

4. Proposed cost structure - 30% 

5. Preference for Minority or Disadvantaged Business Enterprise or Local 

Business - 5% 

 

TOWN OF BLUFFTON RIGHTS 
 

Proposals must be signed by an official of the company authorized to bind the offeror, 

and it shall contain a statement that the proposed price is good for a period of at least 

ninety (90) days from the submittal date.   
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The Town reserves the right to refuse any and all proposals and to waive any 

technicalities and formalities. The Town reserves the right to negotiate with all qualified 

offerors.  The Town may cancel this solicitation in part or in its entirety if it is in the 

Town’s best interest to do so. 

 

This solicitation does not commit the Town to award a contract, or to pay for any cost 

incurred in the preparation of your proposals, or to procure or contract for any articles of 

goods or services. 

 

The Town does not discriminate on the basis of race, color, national origin, sex, religion, 

age or disability in employment or in the provision of goods or services. 

 

Attachments: 

 

1. Sample Town of Bluffton Agreement 

2. Local Preference Certification Statement 
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Attachment 1
TOWN OF BLUFFTON AGREEMENT 

Contract Number <200X-XX> 

COUNTY OF BEAUFORT   STATE OF SOUTH CAROLINA 

THIS AGREEMENT is made the _____ of _______________, 201_ between <Contractor> (hereinafter called 

“Contractor”) and the Town of Bluffton (hereinafter called “Town”), a municipal corporation organized and existing 

under the laws of the State of South Carolina. 

   WHEREAS, the Town desires <purpose of contract>; and 

     WHEREAS, the Town and Contractor desire to enter into an Agreement wherein the Contractor shall provide 

such services as set forth herein below:

     NOW, THEREFORE, for and in consideration of the mutual promises, undertaking and covenants set forth 

herein, the receipt and sufficiency of which are acknowledged and affirmed by the Town and the Contractor, the 

parties hereto agree as follows: 

1. Services/Schedule:  The Contractor shall perform services per the attached scope of work and schedule in

“Attachment 1”.

2. Deliverables: The deliverables resulting from execution of the above mentioned work shall be:

<Deliverables> 

3. Fees:  The total cost of these services shall be $ <Costs> per “Attachment 2”.

4. Invoicing:  The Contractor shall send invoices to the Town of Bluffton, PO Box 386 Bluffton, SC 29910,

Attn: <Project Manager>. The invoice should reference contract number <200X-XX> Approved invoices

shall be paid within 30 days upon receipt of invoice.

5. General Terms and Conditions:

a. The contractor is required to maintain appropriate levels, in the Town’s sole opinion, of insurance

for general liability, auto liability, professional liability, and workers compensation coverage.  The

contactor must provide the Town with a Certificate of Insurance for each that names the Town as

an additional insured.  The contractor is required to immediately contact the Town should any

change to these policies occur during the course of the performance of this contract.  Failure to

maintain these policies is grounds for termination.

b. Work will commence at NOTICE TO PROCEED and expire upon completion and acceptance of

the project.  All deliverables, whether goods, services, supplies, or other, shall become the

property of the Town.  Any deliverables that may be provided in hard copy and electronic form,

such as drawings, plans, specifications, reports, or other, shall be provided in such formats and

orientations as required by the Town.

c. Contractor shall be licensed to perform the work including, but not limited to, a current Town of

Bluffton Business License and any required State of South Carolina license.

d. Contractor shall comply with the most current Federal and State of South Carolina Laws and

Regulations, including but not limited to, Fair Labor Standards Act and Occupational Safety and

Health Administration guidelines.

e. In the event the Contractor is required to hire Sub-Contractors, those Sub-Contractors must be

appropriately licensed by the Town of Bluffton.  The Contractor must provide the Town with a list

of all Sub-Contractors and to immediately notify the Town of any changes.  Use of non licensed

Sub-Contractors is grounds for termination.
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f. The Town Manager or his designee may terminate this contract in whole or in part at any time for 

the convenience of the Town.  If the contract is terminated for the convenience of the Town, the 

Town will pay the Contractor for costs incurred to that date of termination. 

 

g. Should any part of this Agreement be rendered void, invalid or unenforceable by a court of law, 

such a determination shall not render void, invalid or unenforceable any other part of this 

Agreement. 

 

h. This Agreement has been made and entered into in the State of South Carolina, and the laws of 

South Carolina shall govern the validity and interpretation of this Agreement in the performance 

due hereunder. 

 

i. This Agreement may not be modified nor any additional work performed unless such modification 

or work is approved in writing and signed by both parties.  The Contractor may not assign this 

contract without the prior written approval of the Town. 

 

j. The Contractor shall defend, indemnify, and hold harmless the Town, its officers, directors, 

agents, and employees from and against any and all actions, costs, claims, losses, expenses, and/or 

damages, including attorney’s fees, whether incurred prior to the institution of litigation, during 

litigation, or an appeal arising out of or resulting from the conduct of any activity hereby 

authorized or the performance of any requirement imposed pursuant by this Agreement, however 

caused or occasioned, unless caused by the willful misconduct or gross negligence of the Town. 

 

k. In the event the Town has to proceed to litigation to protect or enforce its rights, the Town shall be 

entitled to recover its reasonable attorney fees and costs. 

 

l. Unless otherwise specified in this Agreement, Contractor shall provide a one (1) year warranty for 

the work performed hereunder, with said time to be measured from the date of final acceptance of 

the work by the Town. 

 

m. The parties hereto intend that no master/servant, employer/employee, or principal/agent 

relationship will be created by the Agreement.  Nothing contained herein creates any relationship 

between the Town and Contractor other than that which is expressly stated herein.  The Town is 

interested only in the results to be achieved under this Agreement.  The conduct and control of the 

Contractor’s agents and employees and methods utilized in fulfilling its obligations hereunder 

shall lay solely and exclusively with the Contractor.  The contractor’s agents or employees shall 

not be considered employees of the Town for any purpose.  No person employed by the Contractor 

shall have any benefits, status, or right of employment with the Town 
 

IN WITNESS WHEREOF, the parties hereto affixed their signatures hereto the date first written hereinabove. 
 

 

<CONTRACTOR NAME>    TOWN OF BLUFFTON 

 

Date:       Date:        

 

By:       By:       

 

Print Name:      Print Name:      

 

Position:      Position:      
 

                                                                                                   

Witnesses: __________________________  Witnesses: __________________________ 

 

Witnesses: __________________________  Witnesses: __________________________ 

 

Attachments: 

    1. 

    2. 



5.6 

     Local Preference  

       Certification Statement  
  

I certify that my company meets all of the following qualifications to be eligible for the local vendor   

preference:  
  

(1). That my company maintains an office within the legally defined boundaries of Beaufort County   

and have a majority of full time employees, chief officers, and managers regularly conducting work   

and business from these offices.  
  

(2). That my company has held a valid Town Business License for a consecutive period of at least two   

years prior to the date for application for certification.  
  

I make this certification with full knowledge that should any information provided prove to be false,   

that my company could be excluded from bidding on Town procurements for a period of three years.  
  

Company Name:_________________________________________________________________________  
  

Address:________________________________________________________________________________  
  

Type of Products or Services: ______________________________________________________________  
  

Business License Number: _________________________________________________________________  
  

Phone Number: __________________________________________________________________________  
  

Fax Number: ____________________________________________________________________________  
  

E-Mail Address: _________________________________________________________________________  
  

Owner’s Name: __________________________________________________________________________  
  

Signature: _______________________________________________________________________________   

  
Sworn to before me this _______ day of _________, 20______  

  

___________________________________________________  
  

Notary Public for the State of ___________________  
  
My Commission Expires: ______________________________  

  

  

            

          To be completed by Authorized Town Representative:  

  

        Vendor Certified: ________________________________________________Date: ___________   
         Authorized Signature  

Attachment 2
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